/;)Cardinal Procurement Job Aid
V4

501 PR344: Reconciling a WebIMS Purchase Order

Reconciling a WebIMS Purchase Order Overview

In accordance with state-wide procurement standards, Cardinal Purchase Orders (POs) are sent across
to eVA for both supplier record and agency reporting. VDOT business rules established that all POs will
go across to eVA once they are Dispatched (every 4 hours), except those POs for aggregates, roadsalt
and asphalt. Those aggregate type POs will transmit to eVA only when the PO is fully Received.

Therefore, if the WebIMS PO is an aggregate type, ensure that it is fully received in order to reconcile.

For more information on how to create, maintain, modify (change orders), reconcile/close, and review
POs please refer to the course entitled PR344: Processing Purchase Orders, located on the Cardinal

website in Course Materials under Training.
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Reconcile a WebIMS Purchase Order

,&) Cardinal

Purchase Order

Find an Exisfing Value I Add a New Value

Search Criteria

Business Unit| = w| 50100
PO ID| begins with [0001188593

Purchase Order Date| = Y

Favorites = | Main Menu ~ » Purchasing~ > Purchase Orders » > Add/Update POs

Enter any information you have and click Search. Leave fields blank for a list of all values.

PO Status[= V]

Short Supplier Name| begins with v|
Supplier 1D[begins with v]

Supplier Name|begins with /|
Buyer Name | begins with v|

oopLo| |E

PO Type|[= vl

Purchase Order Reference

Hold From Further Processing O

[case Sensitive
Limit the number of results to (up to 300). 300

(e
|_ Clear | Basic Search B save searcn Criteria

1. Navigate to the Purchase Order page using the following path:

501 PR344: Reconciling a WebIMS Purchase Order

Main Menu > Purchasing > Purchase Orders > Add/Update POs

Click the Finding an Existing Value tab.
In the Business Unit field, enter 50100.
In the PO ID field, enter the PO ID.

a > W DN

Click the Search button.
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501 PR344: Reconciling a WebIMS Purchase Order

/@ Cardinal

Favorifes » Mazin Menu »
Maintain Purchase Order
Purchase Order
Business Unit 50100
PO ID 0001138503
Copy From
Header (7

#P0 Date |1205/2018

i Supplier Search

*Supplier SALEW STON-001 Supglier Details

*Supplier ID D00D0DZEREZ
*Buyer LORRIESUMPTER |0

Surnpter, Lorrie A (WVDOT)

PO Reference & STONE - CHRISTIANSEURG STOCK

> Purchasing= » PurchaseOrders » :  AddUpdate POs

PO Status

Backorder Status

Dispatched A X

[JHold From Further Processing

Mot Backordzred Create BackOrder

Receipt Status Partial

ISpatch hiatho:

WA PO Type RO1
*eWA Order Method PRNT |O

2 Routine Bill Vendor

wieb IM5?: B eVA Interfaced NSEV |
Header Details Activity Summary eVA Dim
PO Defaults T T
PO Activities Jdd ShipTo Comments Amount Summary 7
Requisitions. Document Status Merchandi 50.935.00
- Aot lerchandise 9351 —_—
Actions . ) 0.00 Calculata |
FreightTax/Misc. -
Total Amount 2902500 USD
Add ltems From (7 Select Lines To Display (7
Catalog Hem Search Search for Lines Line 4 To a, Retrisve |
Lines 17 Personalize | Find | View Al r.-“_'| E First ‘4 1of1 '* Last
Details || Ship ToDue Date || Statuses || Iem Information || Aftibutes || BFQ || Confract || Receiving | [FTW
Ling tem Description POQIy “UOM  Category Frice mmg:?:.ﬂ‘:ﬁ Status
1 [, 7503532045 STOME NO. 2, STOME f"_ 1500.0000] LTH 7503532 19.00000 20,885.00 Approved ] [ thd (=
I Close Short All Lines | *Gao to [ More .. |
Wiew Approvals:
|[i]5ave ||[ot Retunfo Search || =] Motify ||+% Refresh | |Eo Add | Update/Di

Click the Activity Summary link.
The Activity Summary page displays.

The Maintain Purchase Order — Purchase Order page displays.

NOTE: If the Receipt Status displays as Received, the reconciliation task is complete, and no
additional action is required. Once the reconciliation is complete, the Receipt Status will
automatically be updated to Complete (approximately 60 days).
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501 PR344: Reconciling a WebIMS Purchase Order

/Zﬁ) Cardinal

Favorites » Main Menu = » Purchasing = >

Activity Summary

Business Unit 50100
Purchase Order 0001138593
Merchandise Amount 20,835.00 USD
Merchandise Receipt 2242400 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 2242480 UED
Merchandise Matched 2242408 USD

Lines

Ling 1kam ttsm Description LIOM

1 [ 7502532045 STOME NO. 8, STOMELTH

(f Return to S=arch || =] Motify

Detai || Receipt || Invoice || Matched || RIV | [0

Purchase Orders »  *  AddiUpdate POs > Activity Summany

PO Status Dispatched

Supplier Location MAIN

Personalize | Find | View Al | I':"—.I E First ‘4’ 1of1 '® Last

aty Recelved aty accepted &‘u:n{]hal; opan Amount Currancy

1121.8100)  1121.8100 3721800 T.560,012 USD &l

9. Click the Receipt tab.

10. Copy the QTY Received guantity.

Merchandise Amount  28,895.00 USD Supplier Location MAIN

Merchandise Receipt  22,424.00 USD
Merchandise Refumed 000 UsD
Merchandise Invoice  22,424.99 USD
Merchandise Matched 22,4248 USD

[ Retum to Search | (ST Notiy_|

(=) JZ] https:/ffintrn.cardinal virginia.gov/psp/fn92trn_2/EMPLOYEE/ERP/c/MANAGE PURC O ~ @ & ||]7.! Add/Update POs. F Activity Summary x
RTA { |
Home workist | Ad]
#/ Cardinal
L
Favarites v Main Menu » 5 Fuchasingw > Purchase Ordersw » AddUpdatePOs > Astwity Summary
Mews Window |
Activity Summary
Business Unit 50100 PO Status Dispatched
Purchase Order 0001188593 Supplier Salem Stans Garparation

Lines Personaize | Fin [View Al 1| B Fist 4 1of1 0 Last
Detsiis | Reoeipt || Imveioe | Matched || RIV | [0
Lina ftam Hem Description UOM  GiyRsceived afy Acteplen mm Opan Amount Gumency

4 [3 7503532045 STOMENO.8, STOMELTN  [EEGET 11218100 3731300  7,560018USD -]

11. Click the Add/Update POs tab.

NOTE: Toggle back to the Maintain Purchase Order page by clicking the Add/Update POs tab at

the top of the browser window.
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501 PR344: Reconciling a WebIMS Purchase Order

/}p) Cardinal

Favorites « Main Menu «
Maintain Purchase Order
Purchase Order
Business Unit 50100
POID 0001188503
CopyFrom
Header (7

PO Date [12052018 W Supplier Search

*Supplier (SALEM STON-001 Supplier Details

Salem Stone Corporation

*Supplier ID
*Buyer [ORRIESUMFTER | Sumpter, Lorrie A (VDOT)

PO Reference & STONE - CHRISTIANSEURG STOCK

wieb M5z B
Header Details Aativity Summary
FO Defaulls Edit Comments
PO Actiities Add ShipTa Comments
Requisitions Document Status.
= Aations

Add Itams From (7

GCatalag ttem Search

Lines 7

» Puchasingv > PurchaseOrders » » Addilpdsts FOs

PO Status Dispatched ALK

[CJHold From Further Processing

Backorder Status Mot Backordersd Create BackOrder

Receipt Status Partial
“Dispatch Methoa [Pt v

SVAPOType ROT |2 Roujing Bill Vendar
#eVA Order Mathod PRNT |&
eVA Interfaced NSEV |Q
eVA Ditm

Amount Summary (7

Merchandise 2242408 —
Calculste
FreightTaxiMisc. iy
Total Amount 2242483 USD
Select Lines To Display 7
Search for Lines Line Q To Q Retrieve

Personalze | Find [View A1 (1] ) Fist 4 1of1 * Last

Details || Ship ToDue Date || Statuses || ftem Information || Attrbutes || RFQ || Contract |[ Receiving | [F0

Line item Description FoGiyuoM  Catsgory Frice ’“m:‘ma':l Status

1 [, 7503532045 STONE NO. 8, STONE B TN 7503632 18.08000 2242408 Agproved (2 B #HE
[ Close Short All Lines | *Go to [ Mare .. ~]

Wiew Agprovals

|[FlSave ||/ Retun toSearch || =] Nofify || Refrash | |Ev Add || Updateisplay

12. The Maintain Purchase Order page displays.

13. Paste the amount copied from the Qty Received field into the PO Qty field.

NOTE: The Merchandise amount adjusts to the difference between the QTY Received and the PO

Qty.

14. Tab out or click anywhere on the page.

15. The following message displays.

Message

time.

This action will create a change order. Continua? (10200,27)

The acfion that you are taking will cause the system to creste 3 chanpe arder. If you do not want fo creste 3 change arder, then you eannot perform the action t this

L Wala T T

16. Click the YES button.

Lines (7 Personalize | Find [View AN] 2] B First 0 101 2 Last
Details | Ship To/Due Date || Ststuses || Hem Information || Atiributes || RFQ || Confract || Receiving | [FT9
b Iarchandl
Lina Tem Description POQly “UOM  Categorys Frico A:!Ljﬂuilel —
1 [55, 7503532045 STONE NO. 8, STONE 6] 1121.8102| LTH 7803532 1900009 22,424 00 fAppraved il [ tkd =]
I Close Short All Lines | *Go to [__Mora .. v]
Wiew Approvals
([F]Save |[GF Retunto Ssarch | [ =] Nofify |[i* Refresh | %, Add | [ & Update/Di

17. Enter the needed amount in the PO Qty field. (Example .xxx2)

18. Tab or click off the page.
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501 PR344: Reconciling a WebIMS Purchase Order

Message

Cannot reduce PO amount below vouchered amount (22424 88) on line 1. sched 1. (10200,423)

Cannot reduce PO schedule amount below vouchered amount.

19. Click the OK button. A message box displays indicating that the PO schedule amount cannot be
reduced below the vouchered amount.

/fj Cardinal

Favorites» |  Main Menu + > Purchasings > Purchase Orders » 5 AddlUpdate POs

Purchase Order

Business Unit 50100 FO Status Dispatched A x
FOID 0001138503
Copy From [CIHold From Further Processing
Header (2
#PO Date |12/05/2018 | Supplier Search
Backorder Status Not Backordersd
*Supplier SALEM STON001 Suppiier Detais Create BackOrder
*Supplier ID Salem Stene Gorporat Receipt Status Fartial
- i Dispaich
*Buyer [ORRIESUMFTER |Q  Sumpter, Lomie & (DOT) *Dispatch "‘e”‘“d_l':_'"'_'_:
RO |c
PO Reference [ STONE - CHRISTIANSEURG STOCK eVAFOType 012 Routine Bl Vandor
*eVA Order Methad [PRNT |©
web Ms2: eVA Interfaced [NSEV |

Header Datails Activity Summary <VA Ditm

FO Detaults Edit Comments

PO Activities Add ShipTo Comments Amount Summary (7

Requisitions. Document Status Merchand 2349000

- Ations rchandise 424, oo |
FreightTaxMisc. 000
Total Amount 2242480 USD
Add Items From |2 Select Lines To Display |7
Catalog fem Search Search for Lines

Line [ Q Tof Q Retrieus

Lines (7 Personalize | Find [Viewal | 1] [ First 0 1071 * Last

Details | Ship ToDue Date || Statses || tem Information || Atiibutes || BFQ || Contract || Receiving | [0

Ling ttem Daacription POGY *UOM  Catsporya Prigg | Merchandles s

1 [, 7503522045 STONE NO. 8. STONE 6, [ tziat0e ™M 7503522 1888000 2242400 Agproed (@ ] &=
[ CloseShoAlllines | *Go to [ Mo |

iew Approvals.

Saue [t Retum o Search || Notify || Refresh | B Add_ || Updste/Display

20. Click the Save button.

21. The following message displays.

Meszage

Increase requisition open quantity for Req 0002248142 line 1 schedule 1 by 37815383 LTN?
(10200,267)

\When a distribution sgurces requisitions, you can have the system increase the open quantity by the
decreasad purchase order distribution quarntity.

22. Click the Yes button.
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A
Favaorifes « Mazin Menu = » Purchasing= » Purchase Orders » &
Purchase Order
Business Unit 50100
POID 0001123593
Copy From
Header (7
*P0 Date |12/05/2018 W  Supplier Search

*Supplier (SALEW STON-001 Supplier Detils

*Eupplier ID DODD0ZEREZ
*Buyer LORRIESUMPTER |0

Salem Stone Corpor,

Surnpter, Lorrie & (WVDOT)
PO Reference & STONE - CHRISTIANSEURG STOCK

Add/Update FOs

PO Status Dispatched *
CIHold From Further Processing
Status  NotB Create BackOrder
Receipt Status  Partial

Method |Print

b

eVA PO Type [RO1
*eVA Order Method [PRNT |Q,

% Routine Bl Vendar

|[Flsawe ||[ah Retum to Search ||| Motify || Refresh |

Web IM57: M eVA Interfaced NSEV |
i o e
PO Defaults TG
FO Activities Add ShipTo Comments Amount Summary | 7
Requisitions Document Status Merchandi R
- At lerchandise 424, ——
Actions ) ) 0.00 Calculate
FreightiTax/Misc. -
Total Amount 2242489 USD
Add Items From (7 Select Lines To Display ' 7
Catalog Itern Search Search for Lines Line 4 To a, Retrieve
Lines (7 Personalize | Find | View Al | r.’_'| E First ‘4 1of1 '} Last
Details || Ship To/Due Date || Statuses || Hem Information || Attibutes || RFQ || Contract || Receiving | [0
Ling Ftem Description FOQly *UOM  Categorys Price Mam:ﬂ‘l::‘el Status
1 3 7503532045 STOME NO. 3, STOME E_ 1121.8102|LTH 7503532 19.00000 22,424.00 Approved (] thd (=)
I Close Short All Lines | +50 to [ More ~]
View Approvals

|Es Add || 2

23. Click the Activity Summary link.
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Activity Summary

Business Unit 50100
Purchase Order 0001123503
Merchandise Amount 22424008 USD
Merchandise Receipt 2242480 USD
Merchandise Returnad Qo0 UsD
Merchandise Invoice 2242400 USD
Merchandise Matched 2242408 USD

1 [ 7503532045 STOME MO. &, STOME LTM

4 Return to Sesrch =] Motify

Fawanites » Mizin Menu - > Purchasing» > PurchaseOrders» » AddUpdate POs > Activity Summany

Limes Personalize | Find | Vizw A1 | Lil E First ‘4 1of1 '* Last
Dietails Invaice | Matched || RIV | [=W
Ling Itam Item Deecription oM aty Received Qfy Accepled Gu?rﬂlel; Op=n Amount Currancy

218100 11218100 ouoonz 0.004 USD =]

PO Status Approvsd

Supplier Location MAIN

24. Click the Receipt Tab.

25. The difference in the quantity displays in the Open Quantity field.
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501 PR344: Reconciling a WebIMS Purchase Order

| New Window | Help
Maintain Purchase Order
Purchase Order
Business Unit 50100 PO Status  Dispatehed A X
POID 0001138593
Change Order 1 Current Change Reasor
Copy From v Hold From Further Processing
Hoader
"PO Date (12052013 ) Supplier Se:
. Backorder Status  Nol Backorders Create BackOrder
*Supplier SALEM S >
509 Raceipt Status  Rocenod I
*Supplier 1D~
. nateh i) v
*Buyer |- ER Q Dispatch Method
e T e eVAPO Type B2 QU goeine Ba venao
PO Reference 3 STONE - CHRISTIANSBUR . o
*eVA Order Method PRNT &
Web 14S2: ¥ VA Interfaced NSEV @
Activily Summary eVA Ditm
ments Amount Summary ¢
Marchandise <
om Cakula
FreightTax/Misc.
Total Amount 2242433 D
Add Items From (9 Select Lines To Display (2
Cataiog Item Searct Search for Lines Line QA To 1 Retneve
Lines 7 Persanalze | Find | View All | €9 | ;; First & 10f) & Last
Detads Ship To'Due Dat Statuses 1tam Information Alvibutes RFO Contrazt Hoecenng | [N
Line Item Descripuon POQY "UOM Category Price "‘*"‘:‘;‘;'_?Y‘:_‘; Status
B 7503532045 STONE NO. 8, STONE @& [ sz LN 7503532 19.95000 22,424.99 Approved & H ="
Close Shorl Al Lines ‘Go to Meore v

NOTE: As indicated in IMS procedures, open quantities are not Received in Cardinal. Please submit
a help desk ticket to VCCC@vita.virginia.gov and include “Cardinal PR Helpdesk” in the subject line
(or it may not get routed to the correct team). Once received the Cardinal PPS Team will update the
Received Status from Partial to Received to initiate the PO transmittal to eVA.
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